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PROGRAM ANALYST
GS-343-13

INTRODUCTION
==UDVCTION

Perform Project Officer Duties and responsibilities consistent with National and Regional goals,

objectives and policies. As a certified Project Officer for financial assistance agreemengs

(including interagency agreements), the incumbent is responsible for reviewin ant a

Decisi

ating scopes of work, recomm
on Memoranda, Commitment

Management Office (GMO).

ending grant actions, Preparing accurate and complete

Notices, and Funding Ord

ers for transmitta] to the Grants






everity, and for which previous studies and established Management techniques are
frequently inadequate,

Factor 2-4 Supervisory Controls 450 Pojngs

The supervisor and employee develop a mutually acceptable project plan which typically includes
identification of the work to be done, the Scope of the project, and deadlines for jts completion. Within the

problems with widespread Impact. Completed projects, evaluations, Teports, or recommendations are
reviewed by the Supervisor for compatibility with Organizational goals, guidelines, and effectiveness in







B

of effectiveness, efficiency, and productivity of substantive mission-oriented
programs. Develops detailed Plans, goals, and objectives for the long-range implementation and
administration of the program, and/or develops criteria for evaluating the effectiveness of the program,
Decisions conceming planning, Organizing and conducting studies are complicated by conflicting
program goals and objectives. Assignments are complicated by the need to deal with subjective concepts,
the quality and quantity of actions are measurable Primarily in predictive terms, and findings and
conclusions are highly subjective and not readily Susceptible to verification through replication of study
methods or reevaluation of resuylts, Options, recommendations, and conclusions take into account and
give appropriate weight to uncertainties about the data and other variables which affect long-range
program performance.

Factor 5-5 Scope and Effect 325 Points

Analyzes and evaluates major administrative aspects of substantive, mission-oriented programs.
Develops long-range program plans, goals, objectives, and milestones or evaluates the effectiveness of

Contacts are with persons outside the agency which may include consultants, contractors, or business
€xecutives in a moderately unstructured setting. Contacts may also include the head of the employing
agency or program officials several managerial levels removed from the employee when such contacts
occur on an ad-hoc basis,

Factor 7-3 Purpose of Contacts 120 Points

The work is primarily sedentary, although some slight physical effort may be required,
actor 9- OIX Environment 3 Points

Work is typically performed in an adequately lighted and climate controlled office, May require
occasional trave].






Employee Information

Percentage of Time Spent on Extramural Resources
Management

Name | Deborah Carter

XX

This position has no extramural resources

management responsibilities,

joolo

Position Number

Total extramural resources Mmanagement duties
occupy less than 25% of time.

Titte | Program Analyst

Total extramural résources management duties

occupy 25% to 50% of time. These duties are

indicated below and described in the position

description.

Series/Grade | GS-0341-13

Total extramural resources management duties

Occupy more than 50% of time. These duties are

indicated below and described in the position

description.
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Part 1. Contracts Management Duties

Monitors management and performance of

Pre-award:

delivery orders/work assignments after award

Plans Procurements

Defines scope of work for work assignments

Estimates Costs

Approves payment requests of ACH drawdowns

Obtains funding commitments

Manages cost-reimbursement contracts

Prepares procurement requests

Reviews invoices

Writes statements of work

Inspects and accepts deliverables

Reviews statements of work Other (list)
Processes unsolicited proposals

Responds to pre-award inquiries

Participates in pre-award conferences Close-out:

Conducts technical evaluation of proposais

Writes reports on contractor performance, costs,

Participates in debriefing/protests

and tasks performed

Other (lists) Reconciles payments with work performance
Closes-out payments
Performs cost accounting
Post-award: Provides assistance to Contracting Officer in

Prepares delivery orders

|

settling claims

Reviews contractor work plans

Other (list)

Reviews contractor progress reports

Monitors government-furnished property

l
l
l

Percentage of Time Spent on Contracts Management

Monitors cost, management, and overal| teehnical

erformance of contract after award

|
—

%

e —
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| problems/issuss

Pre-applicationlApplication:

| Participates in decisions/actions to ensure

| Prepares solicitation for proposals

| successful project completion and in decisions to

Identifies potential grantees for area of program

impose sanctions

emphasis

Approves payments requests or ACH drawdowns

Makes initial determinations (whether project is

Reviews requests for modifications, additional

procurement or assistance, whether agency has

funding, etc., and makes recommendations to

legal authority, whether applicant is eligible,

Grants Management Office

whether funding is available, etc.)

Negotiates amendments

Provides administrative information to applicants

Reviews Cost/Price/Analysis for recipient

Determines appropriateness of applicant's

contracts/change orders (Superfund only)

workplan/activitieslbudget and compliance with

When necessary, recommends termination of the

regulations and guidelines ang negotiates |

with applicant

_agreement

Resolves with Grants Management Office

ssists applicant in resolving issues in application

dministrative and financial issues

For cooperative agreement, determines substantial

Conducts periodic reviews to ensure compliance

Federal involvement and develops a condition for

with agreement

agreement Other (list)
Negotiates level of funding
Conducts site visits to evaluate program capability Close-out:

Serves as resource to Selection Pane]

Certifies deliverables were satisfactory and timely

Informs applicants of funding decisions

Provides assistance to recipients and Grants

Other (list) Management Office to ensure timely close-out
Reconciles bayment with work performed
Award: Notifies recipient of close-out requirements
[Prepares funding package including Decision Obtains legal assistance it necessary to resolve
Memorandum incomplete close-out

btains concurrences/approvals

If project is audited, responds to issues and ensures

Reviews/concurs in completed document

recipient complies with audit recommendations

Establishes project file

Other (list)

Other (list)

Project ManagemenﬂAdministration:

Percentage of Time Spent on Grants/Cooperative
Agreements Management

Monitors recipient's activities and progress

Reviews reports ang deliverables and notifies

f %

recipient of comments

Provides technical assistance to recipients

Part 3.[ Interagency Agreements Duties

Pre-Agreement:

Monitors cost management and overall technical

Plans and negotiates work effort

erformance

Estimates costs

Participates in decisions about project

Obtains funding commitments

madification/termination

Prepares commitment notice

Conducts periodic review of Superfund State

WWrites or reviews scope of work

Contracts payments receipts (Superfund only)

Responds to pre-agreement inquiries

Inspects and accepts deliverables

Participates in pre-agreement conferences Other (list)
ICoordinates with appropriate staff in developin
Independent Government Cost Estimates (IGEs) Close-out;

Negotiates and €nsures execution of Superfund

Reviews final report

State Contracts (Superfund only)

Decides on disbursement of equipment

Performs technica evaluation of work plan and

Reconciles payments with work performed

budget Reviews Superfund State Contracts to ensure full
Prepares funding package and obtains necessary reimbursement (Superfund only)
oncurrences Certifies deliverables

Other (list) Resolves close-out issues with Grants Management
Office/other agency
Other (list)

Project ManagementiAdministration:
Reviews progress reports/financial reports Percentage of Time Spent on Interagency Agreements

Management:

[

I |2




